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Housekeeping - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager or Office Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for efficiently allocating housekeeping cleaning teams to ensure timely service delivery and high customer satisfaction. Manages schedule updates, tracks job progress, and handles urgent dispatch adjustments to maintain operational excellence. Acts as the central point of communication between cleaning teams and customers, ensuring seamless service coordination.
2. Essential Duties and Responsibilities
1. Allocate cleaning teams to scheduled jobs and reassign resources as required.
1. Update and maintain the daily dispatch schedule to reflect real-time changes.
1. Track job progress from initiation to completion to ensure adherence to service standards.
1. Communicate with cleaning staff regarding any schedule changes or customer requests.
1. Resolve any operational issues that may impact timely service delivery.
3. Key Tasks / Daily Activities
1. Monitor dispatch systems and update schedules throughout the day.
1. Confirm job assignments with cleaning team members and relay pertinent details.
1. Provide real-time updates on job progress to customers and management.
1. Address customer inquiries and resolve scheduling conflicts promptly.
4. Key Performance Indicators (KPIs)
1. Schedule adherence rate: >95%.
1. Customer satisfaction rating: >4.8 stars.
1. Job completion accuracy: 98% on-time tracking and reporting.
1. Dispatch response time: <2 minutes per incoming dispatch request.
5. Required Qualifications and Skills
1. High school diploma or equivalent; additional certifications in logistics or dispatch preferred.
1. 2+ years of experience in dispatch, scheduling, or coordination roles.
1. Excellent verbal and written communication skills with strong problem-solving abilities.
1. Proficient in using dispatch software, scheduling tools, and Microsoft Office Suite.
1. Ability to work effectively under pressure and manage multiple priorities concurrently.
6. Preferred Experience
1. Experience within the home services or housekeeping industry.
1. Background in operations, logistics, or customer service roles.
1. Familiarity with industry-specific job-tracking and scheduling software.
1. Proven track record of effective resource allocation in a dynamic environment.
7. Physical Requirements
1. Ability to remain seated and work at a computer for extended periods.
1. Prolonged use of telephone and dispatch systems.
1. Occasional lifting or transporting of dispatch materials (up to 15 lbs).
1. Minimal physical exertion in a standard office environment.
8. Work Environment and Schedule
1. Standard operating hours: Monday to Friday, 8:00 AM to 5:00 PM.
1. Occasional overtime may be required during peak service periods.
1. Fast-paced office environment requiring multitasking and adaptability.
1. Integrated system environment with both in-office and remote communication setups.
9. Compensation and Benefits
1. Salary range: $18 - $24 per hour based on experience.
1. Performance-based bonus opportunities.
1. Comprehensive Health, Dental, and Vision insurance.
1. 401(k) retirement plan with company matching.
1. Paid time off, holidays, and additional fringe benefits.
10. Company Culture and Overview
1. We foster a collaborative, innovative, and supportive work environment where every team member is valued.
1. Our mission is to deliver exceptional home services with a focus on customer satisfaction and continuous improvement.
1. We invest in our employees’ growth and professional development, empowering them to reach their full potential.
1. Join a team dedicated to excellence, teamwork, and positively impacting the communities we serve.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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